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Chapter 30 ELECTRONIC 

DOCUMENT 

MANAGEMENT/ELECTRONIC FILE 

ROOM (EDM/EFR) 

 

30-1 INTRODUCTION 

Electronic Document Management/Electronic File Room (EDM/EFR) is a web-based 

electronic filing system used by DFAS to provide access to receiving reports, vendor 

invoices, payment vouchers and other contract documents received via fax, manual scan, 

WAWF and other automated systems.  Access to this DFAS system is available to 

contracting personnel and provides a valuable tool for your use during contract 

administration and closeout.  The EDM/EFR website is enabled for use of client 

certificates and users are highly encouraged to use their CAC Card for ease of access.  

Complete instructions are available on the EFR website, this document is only intended 

to be a brief introductory guide for contracting personnel. 

 

30-2 GETTING STARTED 

A link is available from the Electronic Document Access (EDA) web site for new or 

existing EDA users.  Display of this link is based on your EDA profile (for additional 

information on EDA, See the EDA section). 
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For Existing EDA users – your EDA profile can be changed to request EFR access by 

contacting your MAJCOM/DRU EDA Administrator. 

 

For new EDA users – you can register on the EDA web page and request access to 

EDM/EFR at the same time. 

 

Once your EFR registration has been validated and approved an EDM administrator, you 

will receive one or more email messages with specific account and access information. 
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30-3 EDM/EFR HOME PAGE 

Upon navigation to the EFR home page, you will notice a menu on the left margin of the 

page.  This menu contains items which may contain one or more sub menus as described 

below. 

 

 
 

30-3.1 Select EDM System:  The System Selection Menu contains 
links to all of the possible EDM systems.  Each DFAS site has 
its own EDM system containing documents for multiple 
Operating Locations.  For example, documents for the Dayton 
OPLOC are accessed through the ‘Vendor Pay Columbus’ 
EDM system.  By selecting one of these links, the browser will 
be directed to the logon page for that particular system. 

30-3.2 Information:  This sub menu contains links to the DFAS home 
page, EFR help page, and alternate methods to request 
access. 
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30-4 LOGON 

Once you select an EDM system, the logon page is presented. A valid EDM ID and 

password for the EDM system listed in the upper left corner of this page is required to 

logon. 

 

If accessing the system for the first time and you are using your CAC Card to supply a 

client certificate, you are presented with the Logon screen shown below.  Upon entering 

the EDM ID and password of your EDM user account, your client certificate is linked to 

this account and your CAC Card will be needed for all future access to EFR. 
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30-5 SITE NAVIGATION MENU 

The site navigation menu allows you to select which function of the EFR you wish to 

access.  Click anywhere in the box of a specific menu item to go to that function.  Note: 

you may not have access to specific functions and these items will be disabled.  (I.E. 

Case Search below is not enabled). 
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30-6 USER PREFERENCES 

This menu item allows you to choose which fields will be displayed as a result of a 

search request.  Contracting personnel only need to set preferences for document display 

fields as this is the type of search that will normally be performed. 

30-6.1 Document Display Fields 

This is used to select the display fields presented in the results table after executing a 

document search. You select fields from the “Available” list by double clicking on them.  

When you click “Submit”, these preferences are saved and re-used each time you log into 

this EFR system.  If you do not configure specific preferences, the EFR system will use 

default values. 
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30-6.2 Document Search 

To search for EDM documents select the Document Search sub menu.  This expands the 

document search menu to expose one or more “AIS” sub-menu-items for the various 

OPLOC’s that are configured on this EFR system.  Selecting an “AIS” will expand the 

menu to expose one or more search types available on this particular EFR system.  

Selecting one of these launches the Document Search page with input options for this 

type of search.  Note:  In the screenshots below, the “Vendor Pay Columbus” EDM 

system and the AIS for the Dayton OPLOC are used. 

 

 
 

The “Contract Folder” option will find and display links to all documents related to a 

single or series of contracts.  If you know the specific Invoice, Receiving Report, 

Voucher or other document you are searching for, you can use these search options as 

well.  Each search option has various entries for Required, Optional and Sort fields. 
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30-6.3 Sorting Results 

Search requests may be sorted based on the display fields saved in your User Preferences.  

Each sort field may be sorted ascending or descending and by the order in which the sort 

fields are selected.  Removing selected sort criteria is accomplished by double clicking on 

the selected field to be removed.   

 

 
 

In the example above the results are sorted by Contract Number in descending (Desc) 

order followed by Document Type sorted in ascending (Asc) order.  Note: None, any or 

all fields may be used in the sort order but query will take longer to run as additional sort 

criteria are added. 

30-6.4 Contract Folder Search 

When you select a Contract Folder search type, the Document Search User Inputs page is 

displayed.  Contract Number and Scan Date are required fields for this search followed 

by a drop down list for the query operator (is, contains, greater than, etc) and the criteria 

for the operation. 
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Once you have entered the information for your query, click the “Search” button.  Results 

will be displayed in the lower portion of your screen as a grid.  Each grid row is a 

hyperlink to an individual document while each column shows the display fields, selected 

in your preferences. 

 

 
 

If your search yields more than fifty documents, a “record maximum” message will be 

display and only the first fifty document links will be shown in the grid.  Additional 

documents can be displayed by clicking the “More” button above the grid. 

 

The “Document Type” field is created when a document when it is entered in the 

EDM/EFR system and is defined as shown in the table below. 

 

Document Type Description 

IN Vendor Invoice 

RR Receiving Report 

IN_RR Invoice & Receiving Report 

VC_AUTO Payment Voucher 

OB_MAN Contract Award 

OB_MOD Contract Modification 

30-7 VIEWING DOCUMENTS 

EDA documents created by contracting, such as award and modification documents, are 

not stored within the EDM system.  Clicking on this type of document link will display a 

message instructing you to use your EDA viewer to view this document. 

 

Most documents are stored in EFR as a Tagged Image Format or TIFF files.  EFR uses an 

embedded third-party software product to allow you to view these documents via the 

web.  This software, tiffsurf.exe, must be installed on your workstation to view TIFF 

images and is available on the EFR Administration menu and following the Get Image 

Display Software link.  Contact your local Work Group Manager or Administrator for 

assistance in loading this software. 
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Clicking on a link will open the document in a new window.  In the example below, a 

vendor invoice is displayed as a TIFF document. 

 

 
 

On the left side of the screen is the index information showing pertinent details of the 

document.  If your document has multiple pages you can use the arrow buttons at the 

bottom of the screen to move forward or backward one page at a time or to the 

first/last page.  You can also jump to a specific page by using the page number drop 

down list below the arrows. 

 

The main window will show the image of the document itself and cannot be altered.  

Across the top of the document window is a toolbar containing controls for zooming 

in and out, rotating, annotation and other view features.  Documents can also be saved 

and/or printed using the appropriate toolbar icon and included in your contract file to 

support the contract audit trail. 

 

Your document may have annotations or other notes added by DFAS personnel.  

Existing annotations can be viewed, new annotations may be added, or all annotations 

may be turned off in the Viewer window, but no annotation changes can be saved to 

the EDM System.  Visible annotations can be hidden by selecting the Hide/Show 

annotations option on the toolbar.  While in the hidden state, they will not show up on 

the image when printed. 
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The remaining screenshots show examples of a WAWF generated receiving report 

notice and a payment voucher located in the EFR Contract folder. 

 

 

Receiving Report (WAWF) 
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Payment Voucher 

 

As you can see, use of EDM/EFR can be a vital tool in accomplishing your contract 

administration tasks. 

 


